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Introduction 

What is ETOR? What isn't ETOR? 

 

ETOR stands for Electronic Test Ordering and Results system. 

 

ETOR is  

- A portal to the State Laboratory Information System for Submitters to enter 

demographics on specimens being submitted to the MDCH Bureau of Laboratories, and 

view/download results for samples that have completed testing in the MDCH Laboratory and were 

submitted via ETOR. 

- The ETOR portal provides: 

- A view of sample information 

- Packing slips to expedite receipt at MDCH Laboratory  

- The ability to track the sample as it flows through the MDCH Laboratory  

- The ability to view and download test results (via pdf file) after testing is 

completed. 

ETOR isn't 

- involved in HL7 messaging 

- designed for the Health Interoperability Exchange programs 

The LifeCycle of a Sample in ETOR 

 

 A sample submitted via ETOR has a lifecycle as follows. 

 

Sample Status: 

1. (NONE) – Pre-sample data entry.  Once it is saved, it will be "IN PROCESS.” 

2. IN PROCESS - Sample(s) are entered into the ETOR portal.  

a. A sample's submission data is saved in ETOR. It will appear on the ETOR 

Search/Package Screen. 

b. A sample(s) data can be edited within ETOR until they are packaged. 

3. SUBMITTED – Sample(s) have been selected on the ETOR Search/Package Screen, and 

have been Packaged. 

a. A packing slip will be available for printing to ship to the laboratory with the 

sample(s). A packing slip can contain one or more specimens. 

b. At this point a sample's data can no longer be edited in ETOR. 

4. SUBMITTED ACK – The Laboratory's Information Management System (LIMS) has 

electronically acknowledged and received the information provided for the sample(s) packaged in 

ETOR.  

a. The package of specimen(s) has not yet been received by the Laboratory, but the 

LIMS has a copy of the sample(s) information submitted in ETOR. 

5. RECEIVED – The data entry staff at the MDCH Laboratory have received the package and 

scanned the barcode on the packing slip. The sample is in the LIMS and is ready to be tested. 

6. COMPLETED – Testing at the MDCH Laboratory has been completed and the final result 

is viewable and downloadable via the ETOR Search/Package Screen. 
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Setting Up Your State of Michigan Single Sign On Account 

If your facility already has a Single Sign On account, use your current log-in and skip to “Requesting 

Access to ETOR” below. 

 

If your facility does not already have a Single Sign On account, navigate to the following URL-  

https://sso.state.mi.us/som/dch-portal/dch-portal 

1. Click the “Register” button. 

2. Fill out the form.  Be certain your email address is correct. 
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3. Select a four digit number to create your unique UserID and enter the number in the box on 

the form. 
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4. Review your information.  If incorrect, go back to edit.  Otherwise click “Submit.” 
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5. You have now applied for a Single Sign On account.  After approval, you will need to 

request access to the ETOR application link. 
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6. Once approved, follow the “All Other Application Users click here to login” link. 
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7. Login with your username and temporary password. 
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8. Change your password using the Single Sign On password rules. 
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9. Enter your answers to the security questions. 
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10. Click “Done.” 
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Requesting Access to ETOR 

 

1. Log into the Michigan Single Sign On application. 

2. To subscribe to the MDCH Laboratory ETOR application, click on the “Subscribe to 

Applications” link. 
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3. Select the “Dept of Community Health” from the drop down list and “MDCH Laboratory 

Electronic Test Ordering and Results” from the “Select App” drop down. 
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4.  Enter a work phone number to be used if the MDCH Laboratory needs to confirm your 

approval for ETOR. The email that you used to create a SSO account will be automatically 

populated into the email box. 
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5.  Confirm your information. 
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6. You are now subscribed and will be able to see the ETOR link on the Single Sign On page.  

Next you will need to request approval in the ETOR portal to begin logging in samples. 
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Sign Up for ETOR Application For Specimen Data Entry 

 

1. Sign on to your Single Sign On account. 

2. Click on the “MDCH Laboratory Electronic Test Ordering and Results” link to begin. 
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3. Accept the MDCH Systems Use agreement. 
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4. Enter your Submitter Agency information.  If you don’t know your StarLIMS agency 

number, contact the Data and Specimen Handling Unit via fax (517-335-9871) on your agency 

letterhead and request your agency’s "Submitter ID.”  This will help expedite your user approval. 
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5. Verify your information is correct. 

 

 

 



22 

 

6. Once your application is approved, you will get a confirmatory email like the one below.  It 

may take a few business days for the MDCH Laboratory to approve your ETOR use. Your 

application may be rejected if the MDCH Laboratory cannot confirm which facility you are 

requesting access to or if your facility does not verify your employment and need for access. 
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Logging Into ETOR 

 

1. Log into your State of Michigan Single Sign On account and click on the “MDCH 

Laboratory Electronic Test Ordering and Results” link. 
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2. Accept the MDCH Systems Use Agreement. 
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3. ETOR Main Menu. 

 

There are two options on this screen. One enables tests to be ordered on new specimens and the 

other allows a search for previously entered orders or allows previously entered specimens to be 

packaged for shipping.  

 

 



26 

 

Data Entry for New Samples 

 

1. Click the “Add New Test Order’ button. 

2. Select the Laboratory you intend to send the specimen to and the test(s) you are requesting 

for that sample. You may select multiple tests, but only one Laboratory. Click “Continue” to view 

the Test Order / Data entry screen. 
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3. Fill in the on-line form as completely as possible.  

4. Required fields are marked with a red asterisk, and the sample cannot be saved until all 

required fields are filled in. The “Specimen ID” field is used for as an ETOR searchable identifier to 

quickly locate this sample in the system. Anything placed in the “Comments” field are visible to the 

MDCH Laboratory Data Entry Staff. 
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5. Each sample will receive a unique “Order ID.” 

 

 



29 

 

Packaging and Submitting Samples 

 

1. In the view/edit package screen all orders for your agency can be located.  The “Status” field 

indicates the status of each sample: None, In Process, Submitted, Submitted ACK, Received, and 

Completed.  (For a review of what each status indicates, see the section titled The LifeCycle of a 

Sample in ETOR of this manual.)  

2. In this example, the sample hasn't yet been packaged as indicated by the STATUS indicator 

“In Process.” 
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3. To package it, simply check the box to the left of all samples to be packaged and click 

“Create Package.” This will create a package identifier, and pop up a printable form. 

4. Example of the printable package slip: 
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5. Going back to the view/edit package screen, note that the specimen status has changed to 

“Submitted,” indicating it’s ready to mail to the MDCH Laboratory.  Please remember to print and 

include the above packing slip in each box of samples being submitted to the Laboratory for testing. 

For more information on packaging and submitting samples, see the Search/Package Screen section 

of this manual. 
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 Multiple Clinic Mary 

 

“Multiple Clinic Mary” describes the situation of a nurse who works at two clinics.  At each clinic 

the nurse, Mary, is not allowed to see confidential HIPAA data from the other clinic.  The web 

application tracks which sites a user is logging in from.  When “Mary” logs on at one site, the 

system first uses IP addresses to determine which site Mary is logging on from.  It then checks to 

ensure that Mary is authorized to work at that site.  Once Mary logs in, she can see only patient data 

from her current site.  In this situation, Mary will need to have multiple logins/passwords, one for 

each site. 

 

 

Navigation Bar 

 

The navigation bar is present on all screens except the login page.  The navigation bar gives basic 

links, such as: 

 The Michigan.gov home page 

 ETOR home screen / main menu 

 Contacting ETOR Administrators 

 MDCH Home Screen 

 Log out 
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Search/Package Screen 

 

From this page, a user can see all the tests that were entered, their status, whether they were 

packaged / submitted to the lab, and the final result if testing has been completed by the laboratory. 

 

From this screen you can: 

a) Edit test order before an order has been packaged 

b) Records Per Page: Click the down arrow (highlight number of  records per page) 

c) Cycle through pages of the view 

d) Search orders 

e) See order status (See "The Life Cycle of a Sample in ETOR" section) 

f) Sort selections: Click once to descend, click again to ascend the sort selection fields.  (Date 

Created, Collection Date, Patient ID, etc.) 

g) Select order(s) to be packaged – generating a package slip 

h) View a package slip 

 

 
 

NOTE: If the Search/Package screen grid extends off the right side of the page (as shown below) the 

following can be done to correct this: If you are in Internet Explorer and you click on Tools, your 

“Compatibility View” should be unchecked.  If it is already unchecked, then go to Tools, 

Compatibility View Settings, and make sure that the “Display intranet sites in Compatibility View” 

and “Display all websites in Compatibility View” are unchecked. 
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Editing Test Orders (Before Packaged) 

 

To edit information for an order, click on the view/edit order #. This will return you to the Test 

Order screen for this sample. If it has not yet been packaged, you will be able to edit and save the 

information. 

 

Packaging and Shipping Your Samples 

Samples submitted to the MDCH Laboratory must comply with federal regulations to ensure testing 

accuracy.  Therefore, all samples submitted to MDCH must adhere to federal packaging and labeling 

standards. 

 

Be sure to observe these points when submitting your samples: 

 

 For CT/GC, ship no more than 5-7 samples together in one package. For syphilis, HIV, and 

Hepatitis you may ship any number of samples per package.  All requests must include the ETOR 

Packing Slip with its corresponding samples.  ETOR calls each set of samples with an accompanying 

cover sheet a “package.”  You can include multiple packages together in a single shipment, but each 

package should be wrapped separately, with its corresponding Packing Slip sheet.  REMEMBER: 

each individual CT/GC package should contain no more than 5-7 samples. 

 

 Each tube must be labeled with the patient’s name, unless it is an anonymous HIV tube.  The 

name on the tube must exactly match the name on the ETOR coversheet.  Handwritten corrections 

to the cover sheet are not acceptable.  For anonymous HIV samples with no names, a unique 

identifier should be used rather than patient name.  In this case, the unique identifier on the tube 

must exactly match the unique identifier on the cover sheet.  Samples where the tube and cover 

sheet do not match will be rejected.   
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 Pre-paid CT/GC samples can be ordered through ETOR by including the pre-paid form in the 

shipping box with the samples.  The only information needed to be hand written on these pre-paid 

forms is the patient name. 

 

 If you find an error in the package before you click “Submit,” you can edit the tests and fix 

the incorrect information.  If you find an error after you submit the tests, you should re-enter the 

incorrect test(s), print a new cover sheet and email us (lims_help@michigan.gov, underscore 

between lims and help) with the package number that was in error, so we can clear it in the 

Laboratory System. 

 

 

To Print a Packing Slip 

A. Click: View Packing Slip #### (to view the packing slip of choice) 

B. Right Click (anywhere on the packing slip) and click Print. 

 

When the user clicks Create Package, a package is created the selected orders are marked as 

belonging to that package. Those orders are now eligible for electronic acknowledgement by the 

laboratory system and their status will change to reflect this. 

At this point, a cover page will pop up displaying information about the created package.  The cover 

page contains information including barcodes that the Laboratory will use when receiving the 

package. 

 

Note that browsers with popup blocking software will prevent the cover page from appearing.  If this 

occurs, you can also view the cover page by going to the Package Status screen (see below). 

 

To prevent your browser from blocking the cover page from popping up, you can do one of the 

following options, depending on what browser and popup blocking software you are running: 

 Disable your popup browser software 

 Hold the Control key down when submitting the package 

 In Internet Explorer, select Tools from the menu at the top of the screen, then choose Popup 

Blocker, then Popup Blocker Settings.  Enter this site in the field “Address of Web site to allow.” 

 

At this time the Firefox browser is not capable of printing the barcodes. Please use an alternate 

browser to enable package slip printing. 

 

mailto:lims_help@michigan.gov
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Looking Up Results 

The Search/Package screen allows the user to find out whether the test has been released, and view 

or download the preliminary or final result report. 

 

To look up a test submission, click the Search button on the lower left side of the screen. Select 

field(s) to search by. Enter data to search on – order number, package ID number, DOB, Specimen 

ID, etc. Once you have located your order, click the View Report link, and print or save the result 

PDF. 

 

To view a result report, select the View Results link for that order. If there is no View Results link 

available, a report has not been associated with this sample. If the Status is COMPLETE or 

PRELIMINARY but no View Results link is available, contact the lims_help@michigan.gov team 

via email. Be sure to have the Subject line of your email start with "ETOR.”  Include the order 

number(s) affected and the date and time you are seeing the issue. 

 

The number of reports displayed per page can be changed by using the “Records per Page option at 

the bottom.   To navigate through additional reports per page select the numeric page menu at the 

bottom of the report list. 

mailto:lims_help@michigan.gov
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An Example of a Final Report 

 

Below is a sample report. 
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Available Tests 

The following tests are currently available in ETOR:  

 

- C. trachomatis & N. gonorrhoeae Non-Culture 

- Lead – Filter Paper 

- Trichomonas vaginalis Non-Culture (Fee-for-service only) 

 

Though other tests may be listed in the navigation bar, these other tests are being piloted and are not 

yet ready for use. Additional tests will be brought online soon. 

 

Where to Get Help 

 

If you need help while using ETOR, please contact the ETOR Application Help Desk: 

 

By email: lims_help@michigan.gov 

 

 

mailto:lims_help@michigan.gov
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Notes 
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